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The Committee to Approve Schedules for the Retention
and Disposition of Official State Records
Meeting Notice
DATE: October 9, 2019
TIME: 1:15 p.m.
LOCATION: Nevada State Library and Archives Building

Board Room
100 North Stewart Street
Carson City, Nevada 89701

Notice: The Committee to Approve Schedules for the Retention and Disposition of Official State
Records may address items out of sequence. The Committee may combine two or more agenda
items for consideration, and the Committee may remove an item from the agenda or delay
discussion relating to an item on the agenda at any time. As used herein and during the meeting,
the term “RDA” means “Records Disposition Authorization” which is the control number given to an
official action on retention and/or disposition made by the Committee.

Agenda
1. Callto Order, Welcome, Roll Call

2. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020).

3. Review, correct, if necessary, and approve the minutes from the July 10, 2019 meeting.
Attachment A (For possible action)

4. Proposed New RDAs for Agency Specific Records Retention Schedules. Attachment B (For
possible action)

5. Proposed Modification RDAs for Agency Specific Records Retention Schedules.
Attachment C (For possible action)

6. Proposed Deletion RDAs for Agency Specific Records Retention Schedules. Attachment D
(For possible action)
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7. Proposed New, Modification, and Deletion of RDAs for General Records Retention
Schedule. Attachment E (For possible action)

8. Discuss Future Agenda Items (For possible action)
Dept of Agriculture, Plant Industry Division
Dept of Agriculture, Consumer Equitability
Department of Human Resources
State Fire Marshal

9. Governors Appointee Update (For discussion only)
Kathryn Etcheverria’s appointment has ended.

10. Public Comment
Comment may be limited to 5 minutes at the discretion of the Chairman. No action may be
taken upon a matter raised during public comment until the matter has been specifically
included on an agenda as an item upon which action may be taken. (NRS 241.020)

11. Confirm time of next meeting (For possible action)
Next meeting scheduled for November 13, 2019

12. Adjourn (For possible action)

General Information

Members of the public who are disabled or who may require special accommodations at the
meeting are requested to notify Lewis Martin in writing at 100 N. Stewart Street, Carson City, NV 89701 or
by calling (775) 684-3411 or by email lewis.martin@admin.nv.gov prior to the meeting date.

A complete copy of the information submitted to the Committee for this “Agenda and Meeting
Notice” is available by contacting the Lewis Martin at (775) 684-3411. This agenda, the Committee
Packet and all other supplemental material made available to each Committee member will also be made
available to the public on the website of the Department of Administration, Nevada State Library, Archives
and Public Records prior to the meeting date and may be found at: www.nsla.nv.gov (under Records
Management, State Records Committee). The material is also available by contacting Lewis Martin at 100
North Stewart St. Carson City, NV 89701 (775) 684-3423 records@admin.nv.gov

This agenda has been posted at the following locations:

Nevada State Library, Archives and Public Records The Nevada Legislature

100 North Stewart Street 401 S. Carson St.

Carson City, NV 89701 Carson City, NV 89701

Washoe County Library The Las Vegas/Clark County Library District
301 South Center Street 7060 Windmill Ln

Reno, NV 89505 Las Vegas, NV 89113

NSLAPR website: www.nsla.nv.gov

As required by NRS 232.2175: https://notice.nv.gov/ Under the Department of Administration, State
Records Committee.
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Attachment A
Meeting Minutes for Approval

The Commattee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for July 10, 2019

1. Call to Order, Welcome, Roll Call

The meeting was called to order at 1:20pm. The meeting was held at the Nevada State Library and Archives Board Room, at 100
N. Stewart St, Carson City, NV.

Committee Members:

Kimberley Perondi, for Barbara K. Cegavske, Secretary of State — Present
Kathryn Etcheverria, Governors Appointee — Present
Sarah Bradley, for Aaron Ford, Nevada Attorney General — Present

Sara Martel, State Records Manager, for Tod Colegrove, Division Administrator, Nevada State Library, Archives and
Public Records — Present

Maureen Martinez, For Deonne Contine, Director of the Department of Administration — Present

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present

Lewis Martin, Administrative Assistant 1T, Nevada State Library, Archives and Public Records — Present

Guests Present:

Beau Bennett, Management Analyst IV, Nevada Secretary of State - Present

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

There was no public comment made.

3: Attachment A. Review and Approve the Minutes for June 12, 2019

Discussion and Vote:

The minutes were approved as presented. The motion was made by Kathryn Etcheverria and the second was by
Maureen Martinez. The vote was unanimous for the members present.

4. Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

1. Secretary of State: Elections

A. Title: Petitions for Initiatives and Referendum - Constitutional Amendments: Documentation of
Signatures of Registered Voters RDA: 2019001

Description:
The record contains the list of registered voters that signed petitions dealing with constitutional amendments

(INRS 293.126 - NRS 293.1279), associated documentation, and related correspondence.

Authorized Retention:

Retain for two (2) calendar years from the end of the calendar year in which the petitions were either approved
or defeated.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for New of RDA 2019001:

This series was previously part of RDA 2008034 “Petitions for Initiatives and Referendum: Documentation of
Signatures of Registered Voters”. Staff recommends separating the series to provide for more accurate retention of the
records for “Petitions for Initiatives and Referendum - Constitutional Amendments.”

2. Secretary of State: Operations

A. Title: Official Filings RDA: 2019002

Description:

These records consist of filings that by law are filed with the Secretary of State (NRS 225.085). The records
may include but are not limited to: filings from Education (NRS 396.035), Emergency Management (NRS
414.070), Government (NRS 243.450, NRS 245.020, NRS 245.150, NRS 277.140, NRS 283.450, NRS 349.060,
NRS 445A.040, NRS 463.050, NRS 703.060, NRS 679B.050), Property (NRS 111.315 and NRS 119.130), Rules
and Regulations (NRS 286.200, NRS 396.435, NRS 459.004, NRS 428.015, NRS 704.215), associated
documentation, and related correspondence.

Authorized Retention:

Retain for six (6) calendar years from the end of the calendar year in which the filing was dated.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:

The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for New RDA 2019002:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and agrees. In order to streamline

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

the retention of the filings staff recommends combining the following retention schedules: 2007066, 2007067, 2007065,
2007064, and 2007068. These currently consist of vatious required filings submitted to the Secretary of State’s office per
NRS 225.085. All filings have the exact same retention and disposition. The State Archivist is aware of the proposed
changes and agrees.

Discussion and Vote:

The proposals in Attachment B were approved as presented. The motion was made by Sara Martel and the second
was by Kathryn Etcheverria. Kim Perondi abstained from voting; the remaining votes were unanimous for the
members present.

5: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. Secretary of State: Elections

A. Title: Abstract of Votes Yotets RDA: 2005034

Description:

These records document Thisrecord-seties-doeuments the Abstract of VotesVeting sent to the Secretary of State
(SoS) by the counties (NRS 293.387 and 293.395 and NAC 293.195 to 293.197), as well as the compilation and issuance
of state election returns by the SOS, in accordance with NRS 293.87. The records may include but are not limited
to: Thereare-two-types-ofabstraets: the certified abstracts from the county or city clerk that are sent to the Secretary of
State (NRS 293.387(3) and 293.395(1)), the abstract created by the Secretary of State (NRS 293.387(4)) called the State
Election Returns, associated documentation, and related correspondence.

Authorized Retention:

Retain for apetied-of four (4) calendar years from the end of the calendar year in which the abstracts were filed.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005034:

Staff recommends removing “date the State Election Returns was issued.” and replacing it with “the end of the calendar
year in which the abstracts were filed.” while removing “a period of” in the retention statement to make a more defined
and accurate trigger event.

B. Title: Campaign Practices Act: Contributions and Expenses RDA: 2005038

Description:

These records document the filing of campaign contributions and expenses of candidates running for public office in
accordance with NRS Chapter 294A {See-espeeially2904A120, 2941258 294A350-t6-294A373) and NAC Chapter
294A. The records are received from candidates, Nevada PACs (political action Committee), Ballot-Advoeaey-Groups;
Nnon-Pprofit Ggroups, independent Eexpenditures, Ppolitical Pparties, and Rrecall Committees. The records may
include but are not limited to: affidavits and declarations on forms designed by the Secretary of State detailing the total
amount of campaign contributions and campaign expenses of every candidate running for state-wide, legislative, or

judicial office, exeeptataprimary-orageneral-eleeton, signed by the candidate and filed with the Secretary of State,

associated documentation, and related correspondence.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the calendar year in which the affidavits and
declarations were filed. to-which-they-pertain:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005038:
Staff recommends removing “to which they pertain.” and replacing it with “in which the affidavits and declarations were
filed.” while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

C. Title: Certificates of Elections RDA: 2005033

Description:

These records document Thisrecord-seties-doeuments the official certificate of election issued by the Governor in
accordance with NRS 293.393 (3) and attested to by the Secretary of State in accordance with NRS 225.080. The
records may include but are not limited to: The-files-eontain transmittal letters, official certification by the Governor,
associated documentation, and related correspondence.

Authorized Retention:

Retain thisreeotrd-series for aperiod-of four (4) calendar years from the end of the calendar year in which the
certificate was Issued. -date-of-certifieation:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005033:

Staff recommends removing “date of certification” and replacing it with “end of the calendar year in which the
certificate was issued.” while removing “this record series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

D. Title: Certification of Candidates for General Election RDA: 2005056

Description:

These records document Thisrecordseriesdoeuments the certification of candidates for the General election sent to
the county clerks in accordance with NRS 293.190. The records may include but are not limited to: Thefiles-contain
List of Candidates Certified by the Secretary of State, and transmittal letters to the county clerk or registrar, associated
documentation, and related correspondence. Fhististis-also-posted-onthe-Seeretary-of State's-website
{approximately-two-voting-periods):

Authorized Retention:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

Retain for a-peried-of four (4) calendar years from the end of the calendar year in which the certification was
Issued. date-efeertifieation:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005056:

Staff recommends removing “date of certification” and replacing it with “end of the calendar year in which the
certification was issued” while removing “a period of” in the retention statement to make a more defined and accurate
trigger event.

E. Title: Certified List of Candidates RDA: 2005030

Description:

These records document Thisreecord-seties-doeuments the certification of the list of candidates eligible to be placed
on the ballot by the county clerks or registrars in accordance with NRS 293.187 and alse those certified by the Secretary
of State for statewide offices (See NRS Chapter 293). The records may include but are not limited to: Thefles
eeﬁfam the Secretary of State’s list of statewlde and multlple county dlStrlCt candidates, county lists of local candldates,

Authorized Retention:

Retain for a—peﬂeé—ef four (4) calendar years from the end of the calendar year in which the certification was
Issued.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005030:

Staff recommends removing “date of certification” and replacing it with “end of the calendar year in which the
certification was issued.” while removing “a period of”” in the retention statement to make a more defined and accurate
trigger event.

F. Title: County Precinct Maps and Legal Descriptions RDA: 2005044

Description:

These records document Thisrecord-series-doeuments the clection precinct maps filed with the Secretary of State by
county clerks in accordance with NRS 293.205 to 293.213. The records may include but are not limited to: Thefiles

consist-of: eopy-of maps {may-also-bein-eleetronteformy, legal description of the precinct, precinct statistics, transmittal
letters, associated documentation, and related correspondence. andrelated-correspondenee:
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Attachment A
Meeting Minutes for Approval

Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the calendar year in which the map was superseded.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005044:
Staff recommends removing “a period of”” while adding “calendar” in the retention statement to make a more defined
and accurate trigger event.

G. Title: Declaration of Candidacy RDA: 2005040

Description:

These records document Fhrisrecordseries-doenments the official declaration of candidacy filed with the Secretary of
State in accordance with NRS Chapter 293 (See-espeeially NRS 293.1725, 293.177 & and 293.200). The records may
Include but are not limited to: The-files-eonsist-of-Declaration of Candidacy (See NRS 293.177), Code of Fair
Campaign Practices Acknowledgement (See NRS 294A.290), Campaign Contributions and Expense Report, Candidate
Acknowledgement Form (NRS 294A.420, NRS 294A.120 and NRS 294A.200), Candidate Media Sheet, Candidate Filing
Form, Candidate Withdrawals (NRS 293.202), Candidate Written Challenges (NRS 293.182), associated

documentation, and related correspondence. and—related-correspondenee:

Authorized Retention:

Retain for apetied-of four (4) calendar years from the end of the calendar year in which the election was held.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005040:
Staff recommends removing “a period of” while adding “calendar” in the retention statement to make a more defined

and accurate trigger event.

H. Title: Election Complaints RDA: 2005031

Description:

These records document Fhisrecord-series-doeaments the complaints alleging violations of voting rights in
accordance with NRS 293.4685, NAC 293.500 to 293.560, 42 U.S.C. § 15481 et seq. (Title ITI of the Help America Vote
Act, see especially 42 U.S.C. § 15512), and other applicable state and federal clection laws. The records may include

but are not Iimited to: flihe—ﬁlres—may—eem&m— written complamts @ee—N—AGZQ%%—l%} Complamt Contact Information

, correspondence to and from other 1nd1v1duals

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

requesting information or responding to allegations, documents and reports to and from the Nevada Division of
Investigations (confidential per NRS 199.520 and other laws), associated documentation, and related

correspondence. similar-documentationandrelated-eorrespondenee:

Authorized Retention:

Retain for a-petriod-of eight (8) calendar years from the end of the calendar year in which the complaint was closed
or resolved. -date-offinal resolution-or-elosure-of thefile:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005031:

Staff recommends removing “date of final resolution or closure of the file.” and replacing it with “end of the calendar
year in which the complaint was closed or resolved.” while removing “a period of” in the retention statement to make a
more defined and accurate trigger event.

I. Title: Election-Contests RDA: 2005057

Description:

These records document Fhisrecord-seties-doenments the actions involved in election contests in accordance with
NRS 293.400 to 293.435 and NAC Chapter 293. The records may include but are not limited to: Thefilesmay
eontain: {1 When-the-contested-eleetoninvelvesmore-thanene-esunty: demand for recount, county Recount Board
documentation, Secretary of State's designated observet's report (See NAC 293 179), recount cost documentatlon

(depesits;receiptsinveoices;ete: See-alse NAC 293.180)-

statement of contest, dismissal, depositions, judgment, court costs documentation (See NRS 293.420), and related court
documentation, S)aeontests-overStateAssemblyman-eor Senator: statement of contest, depositions, ballots, list of
witnesses, amended statement of contest, hearlng records, and-similardocumentation; (4) In-contestsforthe-officeof

o o opy-of statement of contest delivered to the Speaker
of the Assembly eepies—ef assoc1ated election records wlthdrawal notices, legislative hearing documentation, certificate
of election, associated documentation, and related correspondence. and-—related documentation

Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the calendar year in which the Ecertificate of Eelection
was delivered or the-ead-ef the proceedings ended.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records
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Attachment A
Meeting Minutes for Approval

Justification for Modification of RDA 2005057:

Staff recommends adding “end of the calendar year in which” while removing “a period of” in the retention statement
to make a more defined and accurate trigger event. The numbering of objects in the description are not referenced in the
retention or disposition statements, staff recommends they be removed.

J. Title: Election Costs Files RDA: 2005049

Description:

These records document Fhisreeord-seties-doeunments the reimbursements to the counties for costs related to
cardstock for ballots (See NAC 293.200 and NRS 293B.210), and publication of constitutional amendments, and
statewide measures (NRS 293.253 and NAC 293.071). The records may include but are not limited to: Thefiles-may
eentain: claims from the counties, eepies-ef manufacturers’ or vendors’ invoices, associated documentation, and

related correspondence. related-suppotiive doeumentationandrelated-correspondenee:

Authorized Retention:

Retain thisreeord-series for aperiod-of four (4) calendar years from the end of the calendar year in which the
election was held. yearto~which-theypertain

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005049:

Staff recommends removing “year to which they pertain” and replacing it with “calendar year in which the election was
held.” while removing “this record series” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

K. Title: Elections for US President and Vice President RDA: 2005052

Description:

These records document Thisrecord-series-doeuments the filing of certified nominees by political parties with the
Secretary of State in accordance with NRS Chapter 298. The records may include but are not limited to: Thefiles
may-eontain: certified lists of party nominees {detatling-the-names-andaddresses—see-(NRS 298.020), independent
presidential candidate documentation (NRS 298.109), associated documentation, and related correspondence.

Authorized Retention:
Retain for apetried-of four (4) calendar years from the end of the calendar year in which the election was held. end
of the-eleetion:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.
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Attachment A
Meeting Minutes for Approval

Justification for Modification of RDA 2005052:
Staff recommends removing “end of the election.” and replacing it with “calendar year in which the election was held.”
while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

L. Title: Facsimile Signatures of Public Officers RDA: 2007049

Description:

These records contain Thisrecord-series-eonsists-of the filings of certified manual signatures of state and local
government officials (See NRS 351.030). The records may include but are not limited to: Fhefilles-mayinclade; but
are-notlimitedte: notarized affidavits of manual signature, and-related-doeumentation associated documentation, and

related correspondence.

Authorized Retention:

Retain for a-period-of six (6) calendar years from the end of the calendar year in which the filing was received. date
of thefiling

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2007049:
Staff recommends removing “date of the filing” and replacing it with “end of the calendar year in which the filing was
received.” while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

M. Title: Eelens Conviction Notifications RDA: 2005032

Description:

These records document Thisrecord-series-doeuments the reporting to counties of individuals convicted of felonies
and thus ineligible to register to vote in elections, in accordance with 42 U.S.C. § 1973gg-6 (a)(3)(B) and (g), NRS
293.540 (3) and (4) and NAC 293.414. The records may include but are not limited to: Thefles-mayeontain: notices

from other state election officers of convicted individuals, eepies-ef court judgments, reports from courts of

convictions, Ehst of individuals convicted {eentaining-the-name-SSN;-date-of birth-and-official residenee) sent to

counties, cover letters, associated documentation, and related correspondence.

Authorized Retention:

Retain for apetried-of four (4) calendar years from the end of the calendar year in which the date-the list or notice is
transmitted to the county.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.
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Justification for Modification of RDA 2005032:
Staff recommends removing “date the” and replacing it with “end of the calendar year in which” while removing “a
period of” in the retention statement to make a more defined and accurate trigger event.

N. Title: Financial Disclosure Statements RDA: 2007062

Description:

These records document Theseare the financial disclosure statements filed with the Secretary of State (See NRS
281.561). The fles records may include but are not limited to: Efinancial disclosure statements of individuals seeking
election or appointment to public office;, Aannual financial disclosure statements of elected officials;, associated
documentation, Similar-deeuments and related correspondence.

Authorized Retention:

Retain thesereeerds for aperiod-of six (0) calendar years from the end of the calendar year in which the statement
was filed. date-offiling

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Sectetary of State, Elections Division.

Justification for Modification of RDA 2007062:

Staff recommends removing “date of filing” and replacing it with “end of the calendar year in which the statement was
filed.” while removing “these records” and “a period of”” in the retention statement to make a more defined and accurate
trigger event.

O. Title: Federal Grants for Election Registration Nevada—y s 4 ' o ogta
Eiles RDA: 2005050

Description:

These records document Fhisrecord-series-doeuments the Secretary of State's administrative duties in compliance
with federal voting and voting rights laws and requirements. .complyingwith-the Nevada These include, but are
not limited to National Voter Registration Act (NRS 293.485 to 293.675), MeterVeter Program voter registration
agencies (NRS 293.504 and 293.524), and the Help America Vote Act (HAVA) (ptovisionsfoundin 42 US.C. §
15483). The records may include but are not Iimited to: %Che—ﬁ}es—ﬁmy—eeﬁt&&r mrﬁ&tes—ef—meeﬁﬂgs documents

related to voter registration agenc1es 4

s> documentation relatmg to the maintenance of a statew1de computenzed voter
reg15trat1on list (See 42 U.S.C. § 15483), repotts, program audits, associated documentation, and related
correspondence.

Authorized Retention:

Retain thisreeord-series for aperiod-of four (4) calendar years from the end of the calendar year in which the grant
closed te—whteh—they—peft&m—

Recommended Disposition:

Permanent: Transfer to State Archives
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NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005050:

Staff recommends removing “to which they pertain” and replacing it with “in which the which the grant closed.” while
removing “this record series” and “a period of” in the retention statement to make a more defined and accurate trigger
event. “Meeting minutes” are to be retained per the General Schedule “RDA 2005140 Open Meeting Law: Minutes of
Public Bodies.

P. Title: Statewide Voter Registration-NevVoter List NevVoterDatabase RDA: 2007048

Description:

ain These records document the

ofﬁclal statew1de voter reglstratlon hst ﬂVAC 293 472 NAC 293 454 NAC 293 476) to conduct all state and federal
elections. Eachregistrationrecord-mayinelade; butisnetlimitedter- The records may include but are not limited to:

The official Iist of registered voters, associated documentation, and related correspondence.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division

Justification for Modification of RDA 2007048:

Staff recommends the title change to reflect that the series is the voter registration list and not the database that is used
to create the list. The list created at the cutoff period for voter registrations for each election in accordance with NAC
293.472. Staff recommends removing “Update on a continuous basis, purging the files of data no longer needed,
retaining the final freeze list of each state election's official statewide voter registration data until the next state election
cycle.” and replacing it with “Retain until superseded.” in the retention statement to make a more defined and accurate
trigger event.

Q. Title: Observers of Election Procedures Plans RDA: 2005058

Description:

These records document plans for the accommodation of observers of election proceedings in accordance with
NRS 293B 354, submitted by county c]etks, and apptoved by the Sectetazy of State. Clihis—feeefé seties doeuments

Tbe recotds may mclude but are not 11m1ted to: ¥he—ﬁles
may—eeﬁtam— county plans for accommodauon of mernbers of the general public observmg electlon proceedings
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seeurity;and-other-provisionsy, transmittal letters, approval notices, requests for amendment, associated
documentation, and related correspondence. related-eorrespondence-and-similar doeumentation:

Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the calendar year in which the election was held. date
of theend-of theeleeton:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division

Justification for Modification of RDA 2005058:

Staff recommends removing “date of the end of the election” and replacing it with “end of the calendar year in which
the election was held.” while removing “a period of” in the retention statement to make a more defined and accurate
trigger event.

R. Title: Petition Sign-up Site Complaint Records RDA: 2011021

Description:

These records document grievances concerning the area within a public building that has been designated for the
gathering of signatures on a petition (See NRS 293.127565). Fhe-tecord-mayeonsistof; butisnotlimited-tor- The
records may include but are not limited to: €complaints, with-asseeiated-documentation;

Linvestigation/determination records, associated documentation, and+Rrelated correspondence.

Authorized Retention:

Retain thesereeords for aperiod-of three (3) calendar years from the end of the calendar year in which the
complaint was resolved. reselation-of-the-complaint:

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2011021:

Staff recommends removing “resolution of the complaint.” and replacing it with “end of the calendar year in which the
complaint was resolved.” while removing “these records” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

S. Title: Petition Sign-up Site Records RDA: 2011020

Description:

These records contain the documents reeetds received by the Secretary of State that designate an area within a public
building for the gathering of signatures on a petition (See NRS 293.127565). The records may include but are not
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limited to: Thetecord-mayconsistof, butare notlimited-to: Bdesignation forms/letters,; Related-ecotrespondence:
associated documentation, and related correspondence.

Authorized Retention:

Retain theseteeerds for aperiod-of three (3) calendar years from the end of the calendar year in which the site
designation expired. to-which-theypertain:

Recommended Disposition:

Destroy
NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2011020:

Staff recommends removing “to which they pertain.” and replacing it with “in which the site designation expired.” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

T. Title: Petitions for Initiative or Referendum RDA: 2005054

Description:

These records document Fhisrecordseries-doeuments the filing of petitions for statewide $mitiatives and
referendums with the Secretary of State in accordance with NRS Chapters 293 and 295, and NAC Chapter 295 The
records may include eentain but are not limited to: Ppetitions for initiatives and referendums (i i

NRS 295.009),; Ecertificates of sufficiency,; B documentation of challenges to legal sufficiency (NRS 295.061) ,;

associated documentation, and related correspondence. Related-correspondence;-Similardocuments

Authorized Retention:

Retain for a-petied-of four (4) calendar years from the end of the calendar year in which all proceedings related to the
petition closed.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005054:
Staff recommends removing “a period of” in the retention statement to make a more defined and accurate trigger event.

U. Title: Petitions for Initiatives and Referendum: Documentation of Signatures of Registered Voters
RDA: 2008034

Description:

These records contain Thesetecordsare-the-doecumentseontaining the list of registered voters that signed petitions
for statewide ballot issues (See NRS 293.1277 (4)), associated documentation, and related correspondence.
Authorized Retention:

Retain thesereeerds for aperiod-of two (2) calendar years from the end of the calendar year in which all proceedings
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2008034:

Staff recommends removing “election period.” and replacing it with “calendar year in which the election was held.”
while removing “these records” and “a period of” in the retention statement to make a more defined and accurate
trigger event. The current retention has two events and two retention periods. Separating these will provide for more
accurate retention of the records. Petitions for Initiatives and Referendum - Constitutional Amendments will be under

“RDA 2019001

V. Title: Recalls RDA: 2005041

Description:

These records document Thisrecord-series-doeuments the official filing of petitions for recall in accordance with NRS
Chapter 306 and NAC Chapter 306 (See-alse NRS 294A. 140, 166 to 294A.200 and 294A.250 - 294A.280130). The
records may include but are not limited to: The-files-may-eontain: Secretary of State Recall Checklists, Notices of
Intent to Circulate Petition for Recall ANRS306:045), transmittal letters, Recall Committee Registration Forms @NRS
294A-250), Committee for the Recall of a Public Officer Contributions and Expenses Reports ANRS294A450;
294A270-8294A280), petition documentation ANRS29314276}, Requests to Remove Name from Petition ONRS
306-015-t6-306-040-and NAC306:010+0-306-612) with & eepyof corresponding petition signature pages, Declarations

of Insufficiency, Petition Election Results (from County Clerks), associated documentation, and related
correspondence.
Authorized Retention:

Retain thisreeord-series for aperiod-of four (4) calendar years from the end of the calendar year in which the petition
was filed.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005041:
Staff recommends removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

W. Title: Redistricting Maps (Congressional Elections) RDA: 2005053

Description:
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These records document Thisrecord-series-doeuments the congressional voting districts related to elections of US
Senators and US Representatives filed with the Secretary of State in accordance with NRS Chapter 304. The records
may include but are not limited to: Thefiles-maseentain: maps of congressional voting districts from the Legislative
Council Bureau, attachments correcting the congressional districts, associated documentation, and related

correspondence. related-correspondenceand-similar doeuments:
Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the eleetien calendar year in which the election was
held.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005053:
Staff recommends removing “election.” and replacing it with “calendar year in which the election was held.” while
removing “a petiod of” in the retention statement to make a more defined and accurate trigger event.

X. Title: Registration of Political Parties RDA: 2005055

Description:

These records document Thisrecordseries-doenments the registration of major and minor political parties by the
Secretary of State in accordance with NRS Chapter 293 (See NRS 293.128, 293.133 and 293.171). The records may
include but are not limited to: Thefilles-may-eontain: petitions for registration, certificates of existence, notices of
continued existence, eopies-of the political patty's constitution and/ ot bylaws, minor party list of candidates for partisan

office (NRS 293.1725), associated documentation, and related correspondence. related-correspondenceandsimilar
deeuments

Authorized Retention:

Retain for apetied-of four (4) calendar years from the end of the eleetten calendar year in which the election was
held.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005055:
Staff recommends removing “election.” and replacing it with “calendar year in which the election was held.” while
removing “a petiod of” in the retention statement to make a more defined and accurate trigger event.

Y. Title: Sample Ballots RDA: 2005047

Description:
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These records contain Thereecord-seties-eonsists-of-a copy of each sample ballot for & primary; and general elections
sent by the county or city clerk to the Secretary of State in accordance with NAC 293.120, & 293.130, and (See-alse
NRS 293.256 to 293.2693}, associated documentation, and related correspondence.

Authorized Retention:

Retain theseteeerds for aperiod-of two (2) calendar years from the end of the calendar year in which the election was
held. te-which-they-pertain.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005047:

Staff recommends removing “to which they pertain.” and replacing it with “in which the election was held.” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

Z. Title: Security of Ballots Plans RDA: 2005059

Description:

These records document Thisrecord-series-doeuments the submittal by county and city clerks, and approval by the
Secretary of State, of plans for the security of ballots in accordance with NRS 293C.3594 and NAC 293B.040. The
records may include but are not limited to: Theflesmay-eentain: county plan for the security of ballot cards (See
NAC 293B.040), transmittal letters, approval notice, request for amendment, associated documentation, and related

correspondence-—related-eorrespondenceand-similar doeumentation.

Authorized Retention:

Retain for apetied-of four (4) calendar years from the end of the calendar year in which the election was held. date
the-end-of theeleetion:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005059:
Staff recommends removing “date the end of the election.” and replacing it with “in which the election was held” while
removing “a period of” in the retention statement to make a more defined and accurate trigger event.

AA. Title: Voter Registration County Statistics RDA: 2005051

Description:

These records document Fhisrecord-series-doeurments the voter registration statistics sent to the Secretary of State by
county clerks in accordance with NRS 293.567. The records may include but are not limited to: Fhe-files-consistof:

The Committee to Approve Schedules for the Retention and Disposition of Official State Records

Agenda #3 July 10, 2019 Minutes for Approval Page 18



Attachment A
Meeting Minutes for Approval

a report by precinct and district of registered voters and their political affiliation in-the-eounty{and-politeal-affiliation),
transmittal letters, associated documentation, and related correspondence.
Authorized Retention:

Retain for aperied-of four (4) calendar years from the end of the calendar year in which the election was held. the
end-ofthe-eleetion:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005051:
Staff recommends removing “the end of the election.” and replacing it with “in which the election was held.” while
removing “a petiod of” in the retention statement to make a more defined and accurate trigger event.

BB. Title: Voting Systems - Certified RDA: 2005042

Description:

These records document Fhisrecord-series-doecuments the official certification process for "voting systems" offered
by vendors (for sale or lease to counties) for use in elections in accordance with NRS Chapter 293B and NAC Chapter
293B. The records may include but are not limited to: Thefiles-mayeontain: Mechanical Voting System
Applications, testing reports (See NRS 293B.105), Secretary of State Certificate of Approval, review documentation
(NRS 293B.105 (8)), associated documentation, and related correspondence.

Authorized Retention:

Retain thisrecord-seties for apetriod-ofsix{6) two (2) calendar years from the end of the calendar year in which the
system Is no longer in use. date-ofecertifieation:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005042:

Voting Systems are certified for the life of the system. The Elections division proposes a retention period of two
calendar years from the end of the calendar year after the system is no longer in use. After going from punch machines
to electronic voting systems the industry standard dropped from 6 to 2 years.

Staff recommends removing “date of certification.” and replacing it with “end of the calendar year in which the system is
no longer in use.” while removing “this record series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

CC. Title: Voting Systems - Computer Programs Certification RDA: 2005046

Description:
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These records Therecord-seties-consists of certification by the county accuracy certification board eertified-eopies
of computer programs by county clerks ﬁled with the Secretary of State in accordance with NRS 293B. 135(1) CFhe

pﬁbhe@ee—N-RS%B—léé%}— The records mzy mc]ude but are not 11m1ted to: flihe—ﬁ}es—eeﬁsfst—ef—eepies—eﬁehe
computer programs, Ecertification by the county Accuracy Certification Board and-related-eerrespendenee:, associated

documentation, and related correspondence.

Authorized Retention:

Retain theseteeerds for a-period-of four (4) calendar years from the end of the calendar year in which the certification
expires. to-which-they-pertain.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005046:

Staff recommends removing “to which they pertain.” and replacing it with “in which the in which the certification
expires.” while removing “these records” and “a period of”” in the retention statement to make a more defined and
accurate trigger event.

DD.  Title: Voting Systems - Not Certified RDA: 2005043

Description:

These records document Thisrecordseries-doeaments the official certification process for "voting systems" offered
by vendors (for sale or lease to counties) for use in elections in accordance with NRS Chapter 293B and NAC Chapter
293B, which were unsuccessful and not certified by the Secretary of State. The records may include but are not
limited to: Thefilesmay-eontain: Mechanical Voting System Applications, testing reports (See NRS 293B.105), denial
letters, review documentation (NRS 293B.105 (8)), related-suppettive associated documentation, and related
correspondence.

Authorized Retention:

Retain thisreeord-series for aperiod-of three (3) calendar years from the end of the calendar year in which the denial
letter is dated. date-of-thelastactioninthefile:

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification of RDA 2005043:

Staff recommends removing “date of the last action in the file.” and replacing it with “end of the calendar year in which
the denial letter is dated.” while removing “this record series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records

Agenda #3 July 10, 2019 Minutes for Approval Page 20



Attachment A
Meeting Minutes for Approval

Transfer to Operations:

EE.Title: Administrative Procedures Act (Regulations) RDA: 2005037

Description:

These records document Thisrecord-seties-doeuments the official filing of regulations in accordance with the
Administrative Procedures Act (NRS Chapter 233B). The records files may include but are not limited to: Cepy-of
reference materials, s-statements of review of regulations, s emergency regulations, - Rregulations, ;- Rregister of
Administrative Regulations, associated documentation, and related correspondence. ;Ssimilardoecuments:

Authorized Retention:

Retain thisreeord-series for aperied-of six (6) calendar years from the end of the calendar year in which the date-the

regulation was amended or repealed.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 2005037:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is now
the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff recommends
removing “date the” and replacing it with “end of the calendar year in which the” while removing “this record series”
and “a period of” in the retention statement to make a more defined and accurate trigger event.

FF. Title: Colorado River Commission Filinges RDA: 2007051

Description:

These records contain Thisreeord-series-consists-of the filings-with the Secretary of State of the ratified Colorado
River Compact (NRS 538.010). The records may include but are not limited to: bond resolutions, regulations, ase

amendments, associated documentation, and related correspondence. eetrespondeneceandsimilardocuments:
Authorized Retention:

Retain thisreeord-series for aperied-of two (2) calendar years from the end of the calendar year in which the filing
was received. date-of fling.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 2007051:
The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff
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recommends removing “date of filing.” and replacing it with “end of the calendar year in which the filing was received.”
while removing “this record series” and “a period of” in the retention statement to make a more defined and accurate
trigeer event.

GG. Title: Governot's Executive Orders RDA: 1999055

Description:

These records consist of These-are eoptes-of executive orders issued by the Gegovernor and sent to the Secretary of
State in accordance with #he Constitution of Nevada Art. 5. Sect. 20 and NRS 225.080 (1), associated documentation,
and related correspondence.

Authorized Retention:

Retain thisreeord-series for aperiod-of four (4) calendar years from the end of the calendar year in which the order
was given. te-which-theypertain:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 1999055:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff
recommends removing “to which they pertain.” and replacing it with “in which the order was given.” while removing
“this record series” and “a period of” in the retention statement to make a more defined and accurate trigger event.

HH. Title: Governor's Proclamations RDA: 1999056

Description:

These records consist of These-are the proclamations by the Governor sent to the Secretary of State in accordance
with the Constitution of Nevada Art. 5, Sect. 20 and NRS 225.080(1). The records may include but are not limited
to: Therecotds-serfesineludes the signed original proclamation, associated documentation, and related
correspondence.

Authorized Retention:

Retain thisreeord-series for aperiod-of four (4) calendar years from the end of the calendar year in which the
proclamation was made.—te-~which-theypertain:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 1999056:
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The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff
recommends removing “to which they pertain” and replacing it with “in which the proclamation was made.” while
removing “this record series” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

II. Title: Legislative Records RDA: 2007047

Description:

These records consist of These-ate the official documents filed with the Secretary of State by the Nevada Legislature
(See NRS Chapter 218, NRS 225.085). The fites records may include but are not limited to: Engrossed Bills,; Enrolled
Bills and Joint Resolutions,; Enrolled Joint Resolutions Proposing Constitutional Amendments,; Bill or Joint Resolutions
passed upon consideration by the Legislature after Governot’s Veto,; Bill or Joint Resolution with the Governor’s
objections when the Legislature adjourns before action by the Governor,; Bill or Joint Resolutions that the Governor
objects to and does not return to the Legislature by its final adjournment; Vetoed Bills,; Statutes of Nevada,;
Attachments to Legislative Districts,; Similar-deoenments: associated documentation, and related correspondence.

Authorized Retention:

Retain for aperied-of two (2) calendar years from the end of the calendar year in which they were filed. etthe
leoisla on.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 2007047:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff
recommends removing “of the legislative session” and replacing it with “of the calendar year in which they were filed.”
while removing “a period of” in the retention statement to make a more defined and accurate trigger event.

JJ. Title: Oaths and Commissions Files RDA: 2007050

Description:

These records consist of Thisteeotd-setieseonsists-of the signed oaths of office of persons elected or appointed to a
position in accordance with—See Constitution of Nevada Art. 5 Sections 16 and & 20, NRS chapters 225, 281 and &
282) The records files may include but are not limited to: oath of office forms, appointment and & commission forms,
associated documentation, and related correspondence. related—<o atrd tve-docamentiton

Authorized Retention:

Retain thesereeerds for a-period-of six (0) calendar years from the end of the calendar year in which the oath was
taken. date-ofthefiling.

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.
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Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 2007050:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is now
the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff recommends
removing “date of the filing” and replacing it with “end of the calendar year in which the oath was taken.” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

KK. Title: Official Filings: Reports RDA: 2007063

Description:

These records consist of official report filings This-recordseries-consists-of doeuments that by law are filed with the
Secretary of State (SOS) in accordance with (NRS 225.085). The records may include but are not limited to: The
filesinelude; butarenotlimited+te: Aannual filing of summary of claims made against state agencies and local
governments for tortuous conduct (See NRS 41.0385), ; Bbiennial report of the Legislative Auditor (See NRS 218.830), 3
Biennial Report and Statistical Abstract (See NRS 345.120), ; Rreport of Legislative Auditor of the count of state money,
funds and securities (See NRS 353.075), ; Aannual report of banks under hquldanon (NRS 667.205), ; associated

documentation, and related correspondence. Similar-documents-and-related-correspondenee:

Authorized Retention:

Retain thesereeerds for aperiod-of two (2) calendar years from the end of the calendar year in which the filing was
received.-date-offling:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division.

Justification for Modification and Transfer of RDA 2007063:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Secretary of State: Operations. The division is aware of the request to transfer and is in agreement. Staff
recommends removing “date of filing.” and replacing it with “end of the calendar year in which the filing was dated.”
while removing “these records” and “a period of” in the retention statement to make a more defined and accurate
trigger event.

Transfer to Division of Child and Family Services of the Department of Health and Human Services:
LL. Title: Confidential Address Program Files RDA: 2007052

Description:

These records document the approval and assignment of fictitious addresses by the Division under the

Assistance to Victims of. Domestzc Crime Act (]VRS 217. 462 to 217. 471) qihis—feeefd—seﬂes—ls—&eed—by—the—Seefefﬂfy

2—1—7—462—E6—2—1—7—.% The Riecords may 1nclude but are not limited to: apphcanons Wlth supportmg documentatlon
fictitious address designations, documents from organizations to assist victims of domestic violence (See-NAC 217.100),

associated documentation, and related correspondence. related-correspendenceand-similar doeurments:

Authorized Retention:
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Retain theseteeetds for a-period-of four (4) calendar years from the end of the calendar year 111 which the fictitious
address assignment is canceled or expired. da A A A ation:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Flections Division and the Department of
Health and Human Services, Division of Child and Family Services.

Justification for Modification and Transfer of RDA 2007052:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Department of Health and Human Services, Division of Child and Family Services. The division is aware of the
request to transfer and agrees. Staff recommends removing “date of the cancelation of the approved application.” and
replacing it with “end of the calendar year in which the fictitious address assignment is canceled or expired.” while
removing “these records” and “a period of” in the retention statement to make a more defined and accurate trigger
event.

MM. Title: Confidential Address Program Files: Non-approved Applications RDA: 2007053

Description:

TFhisreeord-series-doeuments-the-applieations- These records document the non-approved applications for a
fictitious address by the Division under the Assistance to Victims of Domestic Crime Act (NRS 217.462 to 217.471).

Records-mayinelude; butarenotdimitedtor The records may include but are not limited to: applications with

supporting documentation, fietitious-address-designation; documents from organizations to assist victims of domestic
violence (See NAC 217.100), associated documentation, and related correspondence. -and-similar-doeaments:

Authorized Retention:

Retain thesereeerds for apertod-of one (1) calendar years from the end of the calendar year in which the
application was not approved. da A g v : v ; 3 ate

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Elections Division and the Department of
Health and Human Services, Division of Child and Family Services.

Justification for Modification and Transfer of RDA 2007053:

The Secretary of State: Elections office is no longer the office of record for the record series. The office of record is
now the Department of Health and Human Services, Division of Child and Family Services. The division is aware of the
request to transfer and agrees. Staff recommends removing “date the application was not approved by the Secretary of
State.” and replacing it with “end of the calendar year in which the application was not approved.” while removing
“these records” and “a period of” in the retention statement to make a more defined and accurate trigger event.

2. Governor’s Finance Office, Budget

A. Title: Economic Forum Files RDA: 2006090
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Description:

These records document Fhisrecord-series-doeaments the support provided by the Budget Division to the Economic
Forum in accordance with NRS 353.227 (2) and the interaction between the Division and the Forum. The records may
include but are not limited to: Thefiles-mayinclude butarenetlimited-te{ay reports to the Economic Forum,
eep}es—ef meeung packets suppettive-deeurments; - associated documentation, and related correspondence.-and;-{by

Authorized Retention:

Retain thereeordslisted-under{ayin-the-deseription for aperiod-eftwentyfive{25) five (5) calendar years from the end
of the calendar year in which the forum was held. te~vwhich-itpertains.Ttemstisted-under{b)yinthe deseriptionmaybe

dispesed-efwhennelengerneeded:

Recommended Disposition:

Permanent: Transfer to Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival and legal needs.

Agency review:
The appraisal is supported by the Records Officer for the Governor’s Finance Office, Budget Division.

Justification for Modification of RDA 2006090:

The description is being modified to remove the documents listed under “(b)”. These documents are non-records and
should not be listed on a retention schedule. The corresponding retention period in the authorized retention is also
being removed. Staff recommends removing “to which it pertains. Items listed under (b) in the description may be
disposed of when no longer needed.” and replacing it with “in which the forum was held” while removing “the records
listed under (a) in the description” and “a period of” in the retention statement to make a more defined and accurate
trigger event. It is recommended that the retention be changed from 25 years to 5 years before transferring to the
archives. The Budget Division no longer has an administrative need to maintain these for 25 years, and a 5-year retention
is consistent with the Open Meeting Law retention period. The State Archivist has reviewed this change and agrees.

Transfer to the Department of Administration, Grant Office:

B. Title: Grants:Ferm424 Single Point of Contact (SPOC) Review RDA: 2005106

Description:

These records document Thisrecord-series-doeuments the receipt and review of selected seetionof federal grant
applications (Heem424y as the designated by the "Single Point of Contact”" (SPOC) in accordance with Presidential
Executive Order 12372 (dated July 14, 1982), the Cash Management Improvement Act (31 U.S.C. §§ 6501 et seq.

"Intergovernmental Cooperation"), and 2 CFR 200.203 (a)(6) 21542 Pre-Award Requirements™ The files may
Include but are not limited to: Thefileseensist-of Grant Notification and Review Form, proposed Project and

Budget Narrative, Eorsr424 “Application for Federal Assistance™{grants)and-transmittalletters:, associated
documentation, and related correspondence.

Authorized Retention:

Retain thesereeerds for aperiod-of one (1) ealendar fiscal year from the end of the fiscal ealendar year in which the
grant was submitted. to-which-theypertain-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
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The retention period meets administrative, fiscal, and legal needs.

Agency review:
The appraisal is supported by the Records Officers for the Governor’s Finance Office: Budget Division and Department
of Administration: Grant Office.

Justification for Modification and Transfer of RDA 2005106:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. When the new
finance office was created, these records were transferred to the Department of Administration, Grant Office. The
transfer has been approved by the Records Officers for both the Governor’s Finance Office, Budget Division and the
Department of Administration, Grant Office. Staff recommends removing “to which they pertain.” and replacing it with
“in which the grant was submitted” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event. The retention is being amended per the agency, these are tracked by
fiscal year not calendar yeat.

Transfer to the Governor’s Finance Office, Internal Audit Division:

C. Title: AmeriCorps Files RDA: 2005119

Description:

These records document Fhisrecord-series-doeuments the administrative help to the Governor's Office in the review
and approval process for volunteers submitted by the AmeriCorps ¥*VISTA% Program (a federal program). The records

may include but are not limited to: The-files-may-eontainbutare-notlimited-to: Rrequests related to approval of
volunteers,; letters of review, sample approval letters for the Governor, eepies-of signed replics, etesands-associated

documentation, and related correspondence.
Authorized Retention:

Retain theseteeerds for aperiod-of two (2) calendar years from the end of the calendar year in which the request was
approved. to~which-theypertain.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative needs.

Agency review:
The appraisal is supported by the Records Officers for the Governor’s Finance Office, Budget Division and the
Governot’s Finance Office, Internal Audit Division.

Justification for Modification and Transfer of RDA 2005119:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. When the new
finance office was created, these records were transferred to the Governor’s Finance Office, Internal Audit Division.
The transfer has been approved by the Records Officers for both the Governor’s Finance Office, Budget Division and
the Governor’s Finance Office, Internal Audit Division. Staff recommends removing “to which they pertain” and
replacing it with “in which the request was approved” while removing “these records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

Transfer to the Department of Administration, Public Works Division:

D. Title: Capital Improvements and Bond Availability RDA: 2005090

Description:
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These records document the Fhisrecord-setiesisused-to projected net bond availability for the current and long-run
Capital Improvement Program (See NRS 353.185 (3)). The records may include but are not limited to The-filles-may
consistof butare-notlimited-to: Bond Availability Reports,; teports from the Treasurer's office, consultants, and state
agencies, with associated documentation, and related correspondence.

Authorized Retention:

Retain theseteeerds for aperiod-of two (2) fiscal years from the end of the legislative session in which the report was
submitted. to-~which-theypertain.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Public Works Division and
the Governor’s Finance Office, Budget Division.

Justification for Modification and Transfer of RDA 2005090:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. These files are
created and maintained by the Department of Administration, Public Works Division. The transfer has been approved
by the Records Officers for both the Governor’s Finance Office, Budget Division and the Department of
Administration, Public Works Division. Staff recommends removing “to which they pertain” and replacing it with “in
which the report was submitted” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

E. Title: Capital Improvements: Lease Purchase Buildings Funded RDA: 2005091

Description:

These records document the Fhisrecotd-seriesisused—te plans for the funding and occupancy of lease-purchase
buildings in accordance with NRS 353.500 to 353.630. The records may include but are not limited to: Theflesmay
eeﬁt&tﬁ—b&t—&fe—ﬂet—hmﬁed—te—{a} tenant lists with lease payment and square footage requirements, consultant's final

payment projection worksheet (Treasuret's Office), employee growth rate projections, Efinal State Public Works
Board (SPWB) Project Cost Estimate {feepyrand;{b) eoptesof emails, notes, associated documentation, and related

correspondence.

Authorized Retention:

Retain fhe—feeefdﬂ—hsted—&ﬂdeﬁte&r{a}—ef—fhe—de%eﬁpﬁeﬁ—stﬁemeﬂf for a—peﬁed—ef three (3) ﬁscal years from the end of
tbe fiscal year of frem the occupancy of the bmldmg F

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Public Works Division and

the Governor’s Finance Office, Budget Division.

Justification for Modification and Transfer of RDA 2005091:
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These records are no longer created or maintained by the Governot’s Finance Office, Budget Division. These files are
created and maintained by the Department of Administration, Public Works Division. The transfer has been approved
by the Records Officers for the both the Governot’s Finance Office, Budget Division and the Department of
Administration, Public Works Division. Staff recommends removing “Records listed under item (b) of the description
statement may be disposed of at the end of the legislative session in which the purchase was funded to which they
pertain.” and replacing it with “from the end of the fiscal year of” while removing “the records listed under item (a) of
the description statement” and “a period of”” in the retention statement to make a more defined and accurate trigger
event. The addition of the phrase “from the end of the fiscal year of” is in keeping with recommended business practices
and adherence to Record Center policies. This allows state agencies to maintain consistency in the disposition of the
records. A uniform policy across all schedules establishes the ability of the public to anticipate which records would be
available at the time of their request.

F. Title: Capital Improvements: Lease Purchase Buildings Not Funded RDA: 2005092

Description:
These records document the Fhisreecord-seties-is-used-to plans for the funding and occupancy of lease-purchase
buildings in accordance with NRS 353.500 to 353.630. The records may include but are not limited to: Theflesmay

contain-butnotlimited-tor{ay tenant lists with lease payment and square footage requirements, consultant's payment
projection worksheet (Treasuret's Office), employee growth rate projections, {by eopies-of emails, notes, associated

documentation, and related correspondence.

Authorized Retention:

Retain thereeordstisted-underitem{a)-of the-deseription-statement for apetiod-of six (6) fiscal years from the end of
the fiscal yezzt In thh the deasmn was made not to fund the pto]ect Eﬁeee&ﬁve—Bfaﬂeh—er—Legﬁ}&fwe

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Public Works Division and
the Governor’s Finance Office, Budget Division.

Justification for Modification and Transfer of RDA 2005092:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. When the new
finance office was created, these records were transferred to the Department of Administration, Public Works Division.
The transfer has been approved by the Records Officers for both the Governor’s Finance Office, Budget Division and
the Department of Administration, Public Works Division. Staff recommends removing “Executive Branch or
Legislative decision not to fund the project was decided. Records listed under item (b) of the description statement may
be disposed of at the end of the legislative session to which they pertain.” and replacing it with “the end of the fiscal year
in which the decision was made not to fund the project.” while removing “the records listed under item (a) of the
description statement” and “a period of” in the retention statement to make a more defined and accurate trigger event.

G. Title: Capital Improvements: Long-Run Capital Improvement Plan RDA: 2005093

Description:

These records document the Fhisreecord-setiesisused-to determination ofthe possible long-term consequences of
Capital Improvement Project decisions and is done in accordance with NRS 353.185 (3). The records may include but

are not limited to: Thefiles-may-eontainbutarenotlimitedto{ay Long-Run Capital Improvement Plans b} Related
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2 £ . & Department of Correctlons Long-Run Projections,
associated documentatmn, and related correspondence.

Authorized Retention:

Retain therecordstisted-underitems{ayand{eof the deseriptionstatement for aperiod-of two (2) fiscal years from the
end of the leglslatlve session in W]IIC]I the tepott was submitted te—whieh—they—peftam Reeefels—hsted—aﬂéef—ﬁem—éb}

Recommended Disposition:

Permanent Transfer to Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and fiscal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Public Works Division and
the Governor’s Finance Office, Budget Division.

Justification for Modification and Transfer of RDA 2005093:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. When the new
finance office was created, these records were transferred to the Department of Administration, Public Works Division.
The transfer has been approved by the Records Officers for both the Governor’s Finance Office, Budget Division and
the Department of Administration, Public Works Division. Staff recommends removing “to which they pertain.” and
replacing it with “in which the report was submitted” while removing “the records listed under items (a) and (c) of the
description statement” and “a period of”” in the retention statement to make a more defined and accurate trigger event.
The non-record items listed in the description are being removed and only the official records will be retained for two
fiscal years.

Transfer to the Department of Administration, Director’s Office:

H. Title: Home Storage of Vehicles RDA: 2006092

Description:

These records document Thisrecord-series-doeuments the review and approval process to authorize the home storage
of state-owned VCthlCS The records may mc]ude but are not limited to: Theflesmay-eontain-butare notlimitedto:

request form £

sappottive-doeumentation; zssoaated docamem‘ztlon and— related correspondence.

Authorized Retention:

Retain thesereeerds for aperiod-of three (3) fiscal years from the end of the fiscal year in which the request was
approved, denied, or withdrawn. te—which-theypertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Director’s Office and the
Governor’s Finance Office, Budget Division.
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Justification for Modification and Transfer of RDA 2006092:

These records are no longer created or maintained by the Governor’s Finance Office, Budget Division. When the new
finance office was created, these records were transferred to the Department of Administration, Director’s Office. The
transfer has been approved by the Records Officers for the both the Governor’s Finance Office, Budget Division and
the Department of Administration, Director’s Office. Staff recommends removing “to which they pertain.” and
replacing it with “in which the request was approved, denied, or withdrawn.” while removing “these records” and “a
period of” in the retention statement to make a more defined and accurate trigger event.

Discussion and Vote:

The proposals in Attachment C were approved as presented. The motion for item 1 was made by Sara Martel and the
second was by Alisanne Maffei. Kim Perondi abstained from voting; the remaining votes were unanimous for the
members present. Kim Perondi was included in the vote for item 2; the motion was made by Sara Martel and the
second was by Alisanne Maffei. The vote was unanimous for the members present.

6: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. Secretary of State: Operations Elections

A. Title: OffieialHilings: Hdueation RDA: 2007066

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for Deletion of RDA 2007066:

In order to streamline the retention of the filings staff recommends combining the following retention series: 2007066,
2007067, 2007065, 2007064 and 2007068 into a new RDA 2019002. These currently consist of various required filings
submitted to the Secretary of State’s office per NRS 225.085. All filings have the exact same retention and disposition.

The State Archivist is aware of the proposed change and agrees.

B. Title: OfficialFilings: EmergeneyManagement RDA: 2007067

Description:

Authorized Retention:
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Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for Deletion of RDA 2007067:

In order to streamline the retention of the filings staff recommends combining the following retention series: 2007066,
2007067, 2007065, 2007064, and 2007068 into a new RDA 2019002. These currently consist of various required filings
submitted to the Secretary of State’s office per NRS 225.085. All filings have the exact same retention and disposition.
The State Archivist is aware of the proposed change and agrees.

C. Title: OffieialHilings:+-Government RDA: 2007665

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for Deletion of RDA 2007065:

In order to streamline the retention of the filings staff recommends combining the following retention series: 2007066,
2007067, 2007065, 2007064, and 2007068 into a new RDA 2019002. These currently consist of various required filings
submitted to the Secretary of State’s office per NRS 225.085. All filings have the exact same retention and disposition.
The State Archivist is aware of the proposed change and agrees.

D. Title: Official Eilings: Property RDA: 2007064

Description:
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Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for Deletion of RDA 2007064:

In order to streamline the retention of the filings staff recommends combining the following retention series: 2007066,
2007067, 2007065, 2007064, and 2007068 into a new RDA 2019002. These currently consist of various required filings
submitted to the Secretary of State’s office per NRS 225.085. All filings have the exact same retention and disposition.
The State Archivist is aware of the proposed change and agrees.

E. Title: OfficialHilings:Rulesand Regulations RDA: 2007668

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Secretary of State, Operations Division.

Justification for Deletion of RDA 2007068:

In order to streamline the retention of the filings staff recommends combining the following retention series: 2007066,
2007067, 2007065, 2007064, and 2007068 into a new RDA 2019002. These currently consist of various required filings
submitted to the Secretary of State’s office per NRS 225.085. All filings have the exact same retention and disposition.
The State Archivist is aware of the proposed change and agrees.

2. Governor’s Finance Office, Budget

A. Title: NEBSNevadaElectronie Budget SystemyData-Mart RDA: 2006096
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Description:

Recommended Disposition:
Destroy

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Governor’s Finance Office, Budget Division.

Justification for Deletion of RDA 2006096:
This schedule is for a database. As a non-record, this RDA should be deleted from the schedule.

B. Title: NE RDA: 2006095

Description:

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
Delete this RDA

Agency review:’
The appraisal is supported by the Records Officer for the Governor’s Finance Office, Budget Division.

Justification for Deletion of RDA 2006095:
This schedule is for a database. As a non-record, this RDA should be deleted from the schedule.

Discussion and Vote:

The proposals in Attachment D were approved as presented. The motion for item 1 was made by Alisanne Maffei
and the second was by Kathryn Etcheverria. Kim Perondi abstained from voting; the remaining votes were
unanimous for the members present. Kim Perondi was included in the vote for item 2; the motion was made by
Alisanne Maffei and the second was by Kathryn Etchevetria. The vote was unanimous for the members present.
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7: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

A. Title: Personnel Actions: Alcohol and Drug Testing Records — Negative Results
RDA: 2015012

Description:

These records document any investigation and follow-up work by the designee of the appointing authority
concerning employees suspected of being under the influence of alcohol and/or controlled substances while
on the job (See NRS 284.406 and 284.407). These records may include but are not limited to:
“Acknowledgement of Employee’s Receipt of the State’s Policy concerning Drugs and Alcohol”,
Alcohol/Drug Test Consent Form, Report Form for Suspected Alcohol/Drug Impairment, Breath Test
Request Form, laboratory report forms with results of tests, associated documentation, and related
correspondence.

Authorized Retention:

Retain for one (1) calendar year from the end of the calendar year in which the screening was completed. This
record series must be maintained separately from other personnel files as required by NRS 284.4068 (2).

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for New RDA 2015012:

This record series contains administrative and legal values. Legal value lies in the rights and obligations of the
appointing authority and the employee found in NRS Chapter 284 and NAC Chapter 284. Retention should be based
on the one year found in 49 CFR Part 40 Section 40.333(4) stating that “records of negative and cancelled drug test
results and alcohol test results with a concentration of less than 0.02 for one year." This record series must be
maintained separately from other personnel files per NRS 284.4068 (2). Contains information declared by law to be
confidential per NRS 284.4068 and must be disposed of in accordance with NAC 239.722. Although this record series
may contain "protected health information" as defined by HIPAA (Health Insurance Portability and Accountability Act,
42 U.S.C. § 1320d et seq.), these records are considered to be "employment records" under 45 CFR 164.501 definition of
"protected health information" #2 (iif) and exempt from HIPAA access and retention requirements.

Discussion and Vote:

Sarah Bradley atrived during discussion of Attachment E and was included in the vote. The proposal in Attachment
E was approved as presented. The motion was made by Kathryn Etcheverria and the second was by Alisanne Maffei.
The vote was unanimous.

8: Discuss future agenda items

Discussion:

The Committee discussed future agenda items to be brought before the Records Committee in a future meeting:
Department of Agriculture: Plant Industry and Department of Human Resources. Kim Perondi proposed a change
to the agenda format, to include a list of agency names for each attachment item, as a summary view of the
attachment.

9: e-Records Forum Update
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Sara Martel provided a summary of the development as well as a list of topics covered at the 2019 e-Records Forum. She
is still trying to find a speaker for HIPAA and ADA. This year the e-Records Forum will be partially funded by
Sponsors.

10: Determine time of next meeting
The next meeting will be held August 14, 2019 at 1:15 pm in the Nevada State Library and Archives Board Room.

11: Adjourn

The meeting was adjourned at 2:01 pm by the Chair, Kim Perondi.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records

Agenda #3 July 10, 2019 Minutes for Approval Page 36



Attachment B
Proposed New RDAs for Agency Specific Records Retention Schedules

There are no proposed New RDA’s for Agency Specific
Records Retention Schedules in this agenda
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1. Department of Administration, Public Works Division:

A. Title: Capital Improvements: Lease Purchase Buildings Funded RDA: 2005091

Description:

These records document the plans for the funding and occupancy of lease-purchase buildings in
accordance with NRS 353.500 to 353.630. The records may include but are not limited to: tenant lists with
lease payment and square footage requirements, consultant's final payment projection worksheet
(Treasurer's Office), employee growth rate projections, final State Public Works Board (SPWB) Project
Cost Estimate emails, notes, associated documentation, and related correspondence.

Authorized Retention:

Retain for three (3) fiscal years from the end of the fiscal year in which the Certificate of Occupancy is

issued. ofthe-occupancy-ofthe-bulding:

Recommended Disposition:
Destroy Permanent Transfer to Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, fiscal, and legal needs.

Agency review:
The appraisal is supported by the Records Officers for the Department of Administration, Public Works
Division.

Justification for Modification of RDA 2005091:

This series was approved in the July meeting with an incorrect disposition. Staff has added the series to
this agenda to re-vote with the corrected disposition and recommends removing “of the occupancy of the
building.” and replacing it with “in which the Certificate of Occupancy is issued.” to update the retention
statement.
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There are no proposed deleted RDA’s for Agency Specific
Records Retention Schedules in this agenda.
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A. Title: Administrative: Calendars Agency Staff RDA: 2015022

Description:

These records document Recerds-documenting day-to-day activities of agency’s staff. The records
may include but are not limited to: Recerds-may-inrcludebut-are-notlimited-te: calendars, task lists, and

meeting schedules, associated documentation, and related correspondence.

Authorized Retention:

Retain for one (1) calendar year from the end of the calendar year in which the calendar was created.

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative values.

Justification for Modification of RDA 2015022:

Staff recommends removing “to which the record pertains.” and replacing it with “in which the calendar
was created.” in the retention statement to make a more defined and accurate trigger event.

B. Title: Administrative: Correspondence Files Routine Business RDA: 2010033

Description:

These records document €correspondence {letters,-memeos,-emails;-social-media-etes) that is work

related and deal with the day-to-day office administration and activities. The records may include but
are not limited to: letters, memos, emails, social media, associated documentation, and related

correspondence Exampte&mayme%de—be%mwmﬁed%dmwmameﬁespendenee—%qemal

tetheageney—bu&nessand—ether—reutr%nqeme& Note Correspondence that |s part of a specrfrc subject

file e-g- ~ Is retained
with that subject flle and accordlng to the authorized retention period for that subject file.

Authorized Retention:

Retain these-records for a—pened—ei one (1) calendar year from the end of the calendar year in whrch the
correspondence was created. to-w g :

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.
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Justification for Modification of RDA 2010033:

Staff recommends removing “to which it pertains or for the authorized retention period per subject file.”
and replacing it with “in which the correspondence was created.” while removing “these records” and “a
period of” in the retention statement to make a more defined and accurate trigger event.

C. Title: Administrative: Logs RDA: 1995120

Description:

Theserecords-are-used-tocontrol These records document the status of work functions,
correspondence, and reports.; ete—Fhey-may-hrecludebutare-nrotlimited-to: The records may include

but are not limited to: Mmail logs,; Ftelephone logs,; Llists & and schedules used to monitor work
functions, associated documentation, and related correspondence.

Authorized Retention:

Retain theserecords for a-peried-of one (1) fiscal-calendar year from the end of the calendar year in
which the log was created. fiscalyearto-which-the recordspertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Justification for Modification of RDA 1995120:

Staff recommends removing “to which the records pertain.” and replacing it with “end of the calendar year
in the log was created.” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event. Since there is no fiscal value for these records staff
recommends the adjustment of fiscal year to calendar year to align with the other administrative functions
in the General Schedule.

D. Title: Administrative: Quality Assurance Review Audits & Reports RDA: 2002057

Description:

These records consist of quality control reviews performed by an agency to check the effectiveness of
policies and procedures [such as office security, training, safety, personnel, customer relations,
emergency, and similar procedures]. Fherecord-may-contain; The records may include but are is not
limited to: investigative reports,; checklists,; supportive documents,; staff reviews,; regular and final
reports,; associated documentation, and related correspondence.

Authorized Retention:

Retain theserecords for three (3) calendar years from the end of the calendar year in which the review
or audit was completed. te-which-they-pertain-

Recommended Disposition:

Destroy Securely
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NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2002057:

Staff recommends removing “to which they pertain.” and replacing it with “in which the review or audit was
completed.” while removing “these records” in the retention statement to make a more defined and
accurate trigger event.

E. Title: Administrative: Restricted Document Log (Homeland Security Act) RDA: 2004170

Description:

These records document the access granted to restricted records in accordance with the Homeland
Security Act. and-centains The records may include but are not limited to: information-on-the date
access was granted, the individual's name, a-cepy-of-a photographic form of identity, the-rame-of-histher
employers name, citizenship status, and purpose for accessing the restricted documents, associated
documentation, and related correspondence. NRS 239C.090

Authorized Retention:

Retain these-recerds for a-peried-of three (3) calendar years from the end of the calendar year in which
the log was created. to-which-it pertains:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004170:

Staff recommends removing “to which it pertains.” and replacing it with “in which the log was created.”
while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

F. Title: Audits: Audit Records RDA: 2005095

Description:

Fheserecords-are-used-to These records document financial, performance, and other types of audits
Fhey-may-be performed by the Legislative Counsel Bureau LEB, private audit firms, the Internal Audits
Division, or other auditing entities. The files records may consist of but are not limited to: Rreports from
auditors including the Ffinal Aaudit Rreport with supportive material,; internal agency reports,; copies-of
accounting records,; corrective action documentation,; associated documentation, and related
correspondence.

Authorized Retention:

Retain this-records-series for a-peried-of three (3) fiscal years from the end of the fiscal year in which the
audit was completed.to-which-they-pertain-
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Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 2005095:

Staff recommends removing “to which they pertain.” and replacing it with “in which the audit was
completed.” while removing “this records series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

G. Title: Budget: Budget Files RDA: 2004023

Description:

These records document the managing of the legislatively approved budget. Fhese-files-may-contain; The
records may include but are not limited to: Wwork Pprograms,; YWwork Pprogram Rrevisions,;

supportive-decumentation; associated documentation, and related correspondence.

Authorized Retention:

Retain theserecords for aperiod-of three (3) fiscal years from the end of the fiscal year in which the
budget cycle ended. to-which-itpertains:

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and fiscal values.

Justification for Modification of RDA 2004023:

Staff recommends removing “to which it pertains.” and replacing it with “in which the budget cycle ended.”
while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

H. Title: Budget: Performance Indicators Computation Files RDA: 2001066

Description:

These records administer document the gathering of raw data and computation of performance
measures. The record-may-contain records may include but is are not limited to: spreadsheets,;
statistical databases, anrd computer printouts,; surveys with summaries,; associated documentation,
and related correspondence.

Authorized Retention:

Retain this-record-series for a-period-of three (3) fiscal years from the end of the fiscal year in which the
performance measures for the budget cycle was finalized. to-which-they-pertain-
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Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and fiscal values.

Justification for Modification of RDA 2001066:

Staff recommends removing “to which they pertain.” and replacing it with “in which the performance
measures for the budget cycle was finalized” while removing “this record series” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

I. Title: Employee Development: Continuing Education (CE) Files RDA: 2006055

Description:

These records document the Continuing Education (CE) and/or training that may be required for
renewal of a professional license/certificate or to strengthen the talents and skills of employees. Fhe
record-may-consist-ofbutis-nretlimited-to: The records may include but are not limited to:

educational transcripts,; attendance rolls,; course/workshop documentation,; CE credit slips,; CE/Training
forms,; training program course approval documentation,; training plans,; stipend and educational leave
approvals,; evaluations,; training reports, associated documentation, and related correspondence.

Authorized Retention:

Retain these-recerds for a-peried-of three (3) calendar years from the end of the calendar year in which
the license or certificate expires. to-which-theypertain.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2006055:

Staff recommends removing “to which they pertain.” and replacing it with “in which the license or
certificate expires.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

J. Title: Environmental: Chemical Accident Prevention Program Files RDA: 2007020

Description:

These records documents the Chemical Accident Prevention Program (CAPP) of an agency. Fherecord
may-censist-ofbutis-hetlimited-to: The records may include but are not limited to: Rregistration
documentation,; Aaccident history,; Hhazard assessment,; Eemergency response program,; Pprocess
hazard analysis,; Qoperating procedures,; Ftraining procedures,; {incident reports,; associated
documentation, and related correspondence. NRS 459.3833, NAC 459.95348 to 459.95435 Related

cofrespondence:
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Authorized Retention:

Retain theserecords for a-period-of five (5) calendar years from the end of the calendar year in which
the program manual was superseded. to-which-they pertain

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2007020:

Staff recommends removing “to which they pertain.” and replacing it with “in which the program manual
was superseded” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

K. Title: Environmental: Hazardous Waste Files RDA: 2004162

Description:
These records document the annual registration and operation of generators of hazardous waste. Fhe

files-may-consist-of but-are-notlimited-te: The records may include but are not limited to: registration
forms with associated documentation,; summary of off-site consequence analysis,; 5-year accident
history,; emergency response program,; hazard assessment with related reports,; Executive Summary,:
biennial reports,; waste shipment manifests,; inspections,; variances,; and-similarrecords: associated
documentation, and related correspondence. NRS 459.3818 to 459.3874, NAC 459.952 to 459.95528,
NRS 459.485, NAC 444.8655 and 40 CFR Part 262

Authorized Retention:

Retain theserecords for a—period-of five (5) calendar years from the end of the calendar year in which
the waste was last sent to on-site or offsite treatment, storage, or disposal. to-which-theypertain-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004162:

Staff recommends removing “to which they pertain” and replacing it with “in which the waste was last sent
to on-site or offsite treatment, storage, or disposal.” while removing “these records” and “a period of” in
the retention statement to make a more defined and accurate trigger event.

L. Title: Fiscal: Accounting Files (Agency Copy) RDA: 2007016

Description:

Fheserecords-administerand These records document the financial transactions and accounting

functions of an agency. (See-the-state-accounting-system-in-NRS-Chapter-353)-The record-may-consist
ofbutis-notlimitedte: The records may include but are not limited to: Bbank statements,; Scash
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receipts; Bdeposit receipts; IFS Advantage™ reports and supporting documentation,; Lledgers,; Jjournal
entries and work files,; Bdisbursement logs,; Rreconciliation documentation,; Bbilling claims,; WWwork
program documentation,; Ppurchasing documentation,; linvoices,; Aaccounting spreadsheets,; Ftravel
documentation, ineluding Ffleet Services records, travel requests and authorizations, ete-; checks, ard
associated documentation, and related correspondence. documents. NRS Chapter 353

Authorized Retention:

Retain this-records-series for a-period-of three (3) fiscal years from the end of the fiscal year in which
the transaction was completed.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, legal, and fiscal values.

Justification for Modification of RDA 2007016:

Staff recommends removing “to which it pertains” and replacing it with “in which the transaction was
completed” while removing “this records series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

M. Title: Fiscal: Freight Records RDA: 2004284

Description:
These records document the transactions with private carriers concerning freight services for heavy and

large items. Fhefiles-may-contain-but-are-netlimitedto: The records may include but are not limited

to: Sshipping company information,; finvoices, bills of lading, shipping tags, shipping receipts, shipment
log, documentation on the item's being shipped, ete-; insurance documentation,; Lloss and/or damage
reports with supportive documentation,; associated documentation, and related correspondence.

Authorized Retention:

Retain thisrecords-series for aperiod-of three (3) fiscal years from the end of the fiscal year in which
the transaction was completed. to-which-itpertains-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal values.

Justification for Modification of RDA 2004284

Staff recommends removing “to which it pertains.” and replacing it with “in which the transaction was
completed.” while removing “this records series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.
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N. Title: Fiscal: Postal Tracking Records RDA: 2004283

Description:

These records administerand document the transactions with the U.S. Postal Services and other private
couriers {such-as-FedEX;-URS-ete-) concerning letter and parcel post type postal services. Fhe-files-may
contain-but-are-netlimited-to: The records may include but are not limited to: Ppostal meter records,;
Rreceipts for postage stamps, registered and/or certified mail, insured mail, ete-; linsurance
documentation,; Sspecial delivery records,; Lloss reports,; associated documentation, and Rrelated
correspondence.

Authorized Retention:

Retain thisrecords-series for aperiod-of three (3) fiscal years from the end of the fiscal year in which
the transaction was completed. to-which-itpertains-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal values.

Justification for Modification of RDA 2004283:

Staff recommends removing “to which it pertains.” and replacing it with “in which the transaction was
completed.” while removing “this records series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

O. Title: Fiscal: Vendor Files RDA: 2001036

Description:

These records document vendors for services, equipment, or supplies. Fherecord-may-contain—butisnot
limitedto-The records may include but are not limited to: Mvendor contact information,; Cepies-of

accounting documents, with-suppertive-material: associated documentation, and Rrelated
correspondence.

Authorized Retention:

Retain this-records-series for a-period-of three (3) fiscal years from the end of the fiscal year in which
the associated vendor account is closed. to-which-itpertains-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal values.

Justification for Modification of RDA 2001036:

Staff recommends removing “to which it pertains.” and replacing it with “in which the associated vendor
account is closed.” while removing “this records series” and “a period of” in the retention statement to
make a more defined and accurate trigger event.
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P. Title: Fiscal: W-9 Tax I.D. Files RDA: 1998151

Description:

Thisrecord-series-is-used-to These records document tax |.D.#'s from vendors. The files may also be
used to produce IRS 1099 reports. Fhe-files-may-centain; The records may include but are not limited
to: Rreports of vendors receiving payments,; ©original W-9 forms returned from vendors,; IRS 1099
reports,; linternal forms used to adjust totals, and; associated documentation, and related
correspondence.

Authorized Retention:

Retain this-records-series for a-period-of three (3) fiscal years from the end of the fiscal year in which
the final payment to the vendor. te-which-itpertains-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 1998151

Staff recommends removing “to which it pertains.” and replacing it with “in which the final payment to the
vendor.” while removing “this records series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.

Q. Title: Grants: State Grants - Applying Agency Records RDA: 2005131

Description:

These records document grants funded solely with state funds administered by a state agency when they
concern the government agency, private, and/or non-profit organizations that applyies for such a grant.
These files records may include but are not limited to: Aapplication materials,; Aassurances,; Ffinancial
and budget documentation,; Aaudit records with supportive documentation,; €closure documentation,;
Pprogram narrative,; Pprogress reports,; associated documentation, and Rrelated correspondence.

Authorized Retention:

Retain this-records-series for a-period-of three (3) fiscal years from the end of the fiscal year in which
the final pay of the contract is dated. to-which-itpertains:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 2005131

Staff recommends removing “to which it pertains.” and replacing it with “in which the final pay of the
contract is dated.” while removing “this records series” and “a period of” in the retention statement to
make a more defined and accurate trigger event.
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R. Title: Grants: State Grants - Granting Agency Records RDA: 2005132

Description:

These records document grants funded solely with state funds administered by a granting state agency.

that-is-the-granting-ageney- These files records may include but are not limited to: Aapplication
materials,; Aassurances,; Ffinancial and budget documentation,; Aaudit records with supportive

documentation,; €compliance review documentation,; Pprogram narratives,; associated
documentation, and Rrelated correspondence.

Authorized Retention:

Retain these-recerds for a-peried-of three (3) fiscal years from the end of the fiscal year in which the
final pay of the contract is dated. to-which-they-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 2005132:

Staff recommends removing “to which they pertain.” and replacing it with “in which the final pay of the
contract is dated.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

S. Title: IT: Computer Access Log RDA: 2005099

Description:

TFhisrecord-series-is-used-to These records document the access to an employee's computer (See-NRS
281:195)The log-consistsof The records may include but are not limited to: informationrelating-to
the name of the employee, the date and time of access, a+easenable explanation of the circumstances
and & considerations justifying the access, the name of each person authorized to perform the access,
the name of each person allowed to examine the information retrieved, the name of each person required
to store,/ maintain and/or destroy that information, details of inappropriate use or access to the computer,-
associated documentation, and related correspondence. NRS 281.195

Authorized Retention:

Retain thisrecord-series for a-period-of three (3) calendar years from the end of the calendar year in
which the log was created. to-which-itpertains:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.
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Justification for Modification of RDA 2005099:

Staff recommends removing “to which it pertains.” and replacing it with “in which the log is created.” while
removing “this record series” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

T. Title: IT: Security Records RDA: 2007031

Description:

These records document the security of IT systems (See IT Security Committee Policies, Standards and
Procedures (PSP's)). The records may eentain; include but are not limited to: physical security reviews,;
Ssecurity Bbreach Rreports,; Rreports of Ssuspicious Aactivities,; Rreports of Ssuspected Vviolations,;
risk analysis documentation and reports,; security evaluations and reviews with-supportive
decumentation, associated documentation, and related correspondence.

Authorized Retention:

Retain these-files for three (3) calendar years from the end of the calendar year in which the report or

evaluation was completed. te-which-itpertains:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative value.

Justification for Modification of RDA 2007031

Staff recommends removing “to which it pertains.” and replacing it with “in which the report or evaluation
was completed.” while removing “these records” in the retention statement to make a more defined and
accurate trigger event.

U. Title: Licensing: Index and List of Licensees and/or Certificate Holders RDA: 1998110

Description:

Fheserecordsare-usedin These records document the administration of departments, divisions,
bureaus, boards, committees, councils, commissions, and offices.; ete who grant licenses, registrations,

or certificates.; ete. information-which-may-be-contained-on-these lists-are-the- The records may include
but are not limited to: identifying information rame-{and-possibly-address-and-telephone-number) of

the individual or organization, name of the license, registration, or certificate {ete-} granted and dates of
issue and expiration—, associated documentation, and related correspondence.

Authorized Retention:

Retain theserecords for a-period-of one (1) calendar year from the end of the calendar year in which the
list is dated. to-which-theypertain-

Recommended Disposition:

Permanent: Transfer to State Archives
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NSLAPR staff recommendation:
The retention period meets administrative, legal, and archival values.

Justification for Modification of RDA 1998110:

Staff recommends removing “to which they pertain.” and replacing it with “in which the list is dated.” while
removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

V. Title: Occupational Safety: Exposure Control Files RDA: 2007017

Description:
These records document the control activities used to avoid occupational exposure to blood or other

potentially infectious materials {See-OSHA-standards-in-29-CFR-1910.1030). The records may consist-of;

include but are not limited to: “Exposure Control Plan”,; Eexposure determination documentation,;
Hhousekeeping documentation,; €communication of hazards documentation,; Eexposure training,;
associated documentation, and related correspondence. OSHA standards in 29 CFR 1910.1030

Related-correspondence:

Authorized Retention:

Retain theserecords for a-period-of three (3) calendar years from the end of the calendar year in which
the plan was reviewed and or updated. to-which-they-pertain-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2007017:

Staff recommends removing “to which they pertain.” and replacing it with “in which the plan was reviewed
and or updated.” while removing “these records” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

W. Title: Occupational Safety: First Aid Records RDA: 2004213

Description:

These records document the single treatment and any follow up visit for the purpose of observation of
minor scratches, cuts, burns, splinters, and other injuries which do not ordinarily require medical care.
Such treatment and any follow up visit for the purpose of observation are considered first aid, even if the

treatment or visit is provided by a health care provider. {See-NAC-618.5506)Thefile-may-containbutis
notlimitedte:-The records may include but are not limited to: lincident report of minor injuries,; Ffirst

aid log,; Ssupply requests including supply expenditure reports,; Ffirst-aid kit inspection reports-,
associated documentation, and related correspondence. NAC 618.5506

Authorized Retention:

Retain this-record-series for a-period-of one (1) calendar year from the end of the calendar year in which
the treatment is completed. -to-which-they pertain-
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004213:

Staff recommends removing “to which they pertain.” and replacing it with “in which the treatment is
completed.” while removing “this record series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

X. Title: Occupational Safety: OSHA Reports RDA: 2002076

Description:

These records document the activities of state agencies in administering federal and state requirements
for Occupatlonal Safety and Health The records may eentain; include but are not Ilmlted to: OSHA forms

Iogs assouated documentat|on and related correspondence enel—relatedeleeuments

Authorized Retention:

Retain these-recerds for five (5) calendar years from the end of the calendar year in which the report is
submitted. to-which-they-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2002076:

Staff recommends removing “to which they pertain.” and replacing it with “in which the report is
submitted.” while removing “these records” in the retention statement to make a more defined and
accurate trigger event.

Y. Title: Occupational Safety: Personal Protective Equipment (PPE) Files RDA: 2007018

Description:
These records document the authorization, acquisition, training for and maintenance of Personal

Protectrve Equrpment (PPE) for an agency@ee@%HA—s%and\ards—zggFR—Lg%Q—te—Mlﬂand—zgéFR
. - The records may include
but are not limited to Wworkplace hazard assessments,, PPE selectlon and purchase documentation,;
DBdamaged/defective equipment reports,; PPE request and authorization records,; PPE training records,;
PPE certification records-, associated documentation, and related correspondence. OSHA standards
29 CFR 1910.132 to 141 and 29 CFR 1910.1030
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Authorized Retention:

Retain theserecords for a-period-of three (3) calendar years from the end of the calendar year in which
the equipment was disposed of by the agency. -te-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2007018:

Staff recommends removing “to which they pertain.” and replacing it with “in which the equipment was
disposed of by the agency.” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

Z. Title: Occupational Safety: Safety Program Files RDA: 2006060

Description:

These records document the activities and functlons of the safety program established by state agencies.

: IF 9 . : The records may
mclude but are not I|m|ted to Ddocumentatlon of health and safety issues,; Copies-of Year End and
Mid-Year Safety Reports,; Copies-of Safety Committee minutes,; Copies-of OSHA forms,; Emergency
Action Plans, {29-CFR-1910.38,- NRS-239C.090)Ftraining program attendance documentation,-
associated documentation, and related correspondence. NRS 618.195, 29 CFR 1910.38, NRS
239C.090

Authorized Retention:

Retain theserecords for three (3) calendar years from the end of the calendar year in which the record
was received. to-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2006060:

Staff recommends removing “to which they pertain.” and replacing it with “in which the record was
received.” while removing “these records” and “a period of” in the retention statement to make a more
defined and accurate trigger event.
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AA.Title: Open Meeting Law: Recordings of Meetings RDA: 2006001

Description:

These records contain are-used-torecerd the proceedings of meetings that are and-te transcribed into
the minutes of public bodies (including boards, commissions, councils, and committees; ete:). The
records may include but are not limited to: Fherecords-series-includes audio and/or audio/visual

recordings, regardless-of physical-format associated documentation, and related correspondence.
(NRS 241.010)
Authorized Retention:

Retain theserecords for a-peried-of-ene{L) three (3) calendar years from the end of the calendar year
in which the minutes were approved. yearfrom-the-date-of- the-meeting-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2006001:

This retention was adjusted in the AB 70 2019 Legislative Session from 1-year retention to 3-years of
retention effective October 1, 2019. Staff recommends removing “year from the date of the meeting.” and
replacing it with “end of the calendar year in which the minutes were approved.” while removing “these
records” and “a period of” in the retention statement to make a more defined and accurate trigger event.

BB.Title: Personnel: Affirmative Action / Equal Employment Opportunity (EEO) Files RDA: 2007014

Description:

These records document the Afflrmatlve Action (AA) and Equal Employment Opportunlty Act (EEO)
programs. a 9

may—eens&t—ei—bei—is—net—lmﬁmed—t& The records may mclude but are not I|m|ted to EEO reports and
suppertive-documentation,; AA Plan documentation,; self-analysis surveys,:-organizational profiles,;
placement goals,; compliance monitoring documentation (including investigations), special reports, ete-;
associated documentation, and related correspondence. 29 CFR Part 1602, 29 CFR Part 1608 and
NRS 613.310 to 613.435

Authorized Retention:

Retain these-records for a-period-of three (3) calendar years from the end of the calendar year in which
the Equal Employment Opportunity reports were submitted. -to-which-they-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.
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Justification for Modification of RDA 2007014:

Staff recommends removing “to which they pertain.” and replacing it with “in which the Equal Employment
Opportunity reports were submitted.” while removing “these records” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

CC.Title: Personnel: Americans With Disabilities Act (ADA) Compliance Records RDA: 2004219

Description:

These records a
officerte document compliance W|th the Americans W|th Disability Act 1hese4iies The records may
include but are not limited to: Aadministrative reports,; Ppublic inquiries,; Ffederal ADA inquiries,; Cepies
of compliance reports; , associated documentation, and Rrelated correspondence. Note: ADA
complaints and disability records must be filed separately (see "Personnel Files: Reasonable
Accommodations Records”).

Authorized Retention:

Retain this-record-series for three (3) calendar years from the end of the calendar year in which the
administrative report was filed. -to-which-they-pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004219:

Staff recommends removing “to which they pertain.” and replacing it with “in which the administrative
report was filed.” while removing “this record series” in the retention statement to make a more defined
and accurate trigger event.

DD.Title: Personnel: HR Management Reports RDA: 2007027

Description:

Fheserecords-are-used-to-administer These records document general personnel matters within the

agency in cooperation with the Human Resource Management Division. Fhe-record-may-consist-of-but
notlimitedto-The records may include but are not limited to: classification,; recruitment,;

appointments,; performance reporting,; employee training reporting,; unemployment insurance coverage,;
performance requirement reporting,; associated documentation, and related correspondence. with

Authorized Retention:

Retain this-records-series for three (3) fiscal years from end of the fiscal year in which the reports were
submitted to Human Resource Management. -to-which-it pertains:
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2007027:
Staff recommends removing “to which it pertains.” and replacing it with “in which the reports were

submitted to Human Resource Management.” while removing “this records series” in the retention
statement to make a more defined and accurate trigger event.

EE. Title: Personnel: IRS Tax Documentation RDA: 2005098

Description:

Rrecords documentmg the adjustment and settlement of taxes, eep+esref returns (|nclud|ng schedules
and statements),; Cepies-of any statements furnished by employees,; Bdocumentation of absence from
work, Wwithholding exemption certificates, includingW-4-andW-4E; associated documentation, and
related correspondence. 26 CFR 31.6001-1, 26 CFR 31.6001-2 and 26 CFR 31.6001-5

Authorized Retention:

Retain thisrecord-series for a-period-of four (4) calendar years from the end of the calendar year in
which the taxes were collected.te-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2005098:

Staff recommends removing “to which they pertain.” and replacing it with “in which the taxes were
collected.” while removing “this record series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.
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FF. Title: Personnel: Medical Related Records RDA: 2013048

Description:

These records document actions relating to medical conditions of employees. The records may include
but are not limited to: Ffitness for Bduty records,; Ffederal “Family and Medical Leave Act”

documentation,; Nevada-State-Parental-Leave WitheutPay-Actrecords; pre-employment medical

screenings,; sick leave documentation,; catastrophic leave records, associated documentation, and
related correspondence. and;-similartypes-of records:
Authorized Retention:

Retain theserecords for a-period-of three (3) calendar years from the end of the calendar year in which
the employee separates from service. to-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2013048:

Staff recommends removing “to which they pertain.” and replacing it with “in which the employee
separates from service.” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

GG. Title: Personnel: Payroll Records RDA: 2007028

Description:
Ihese+eeerdsra¥e+;sed—teﬂelm+mster These records document the payroll actlvmes of an agency. Fhe

Ihesyeeepds—permkte—bu{—a;H}et—Mﬁed—teThe records may mclude but are not I|m|ted to:
infermation-on employee: wages and salary,; time and attendance,; longevity,; work schedules, including

adthorizations-for flex time and any alterations from a regular 40-hour work week or 8-hour work day,;
deductions to wages,; retirement contributions,; benefits,; leave donations,; taxes,; unemployment
insurance coverage,; workers compensation,; associated documentation, and related correspondence.

Authorized Retention:

Retain this-record-series for three (3) fiscal years from the end of the fiscal year in which the payroll
record activity was recorded. to-which-itpertains:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.
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Justification for Modification of RDA 2007028:

Staff recommends removing “to which it pertains.” and replacing it with “in which the payroll record activity
was recorded.” while removing “this record series” in the retention statement to make a more defined and
accurate trigger event.

HH.Title: Personnel: Unemployment Insurance Records RDA: 2005097

Description:

hmttedJée The records may |hclude but are not Ilmlted to Ppayroll records deeumentrng—begmmng
and—endmg—peneds—te&at—wage&and—dateef—pay—ete Ppersonnel records deeumehtmgunameéeeral

: Reeerd&deeumentmg amounts pald |nt0 the

Sstate Uunemployment Jflnsurance Ffund, (See26-CFR-31.6001-4); associated documentation, and
related correspondence. 26 CFR 31.6001-4, NRS 612.220, NRS 612.260 and NAC 612.020

Authorized Retention:

Retain thisrecord-series for a-peried-of four (4) calendar years from the end of the calendar year in
which the payroll record activity was recorded. te-which-theypertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 2005097:

Staff recommends removing “to which they pertain.” and replacing it with “in which the payroll record
activity was recorded.” while removing “this record series” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

Il. Title: Property Management: Building Security and Protection System Maintenance Records
RDA: 2009028

Description:

These records document the serV|ce and malntenance of security and flre protectlon systems and
equipment.; i
etc—'Fh&reeerd—mayeentam—but—rs—net—Hnmted—t&The records may mclude but are not I|m|ted to:

linspection records,; Mmaintenance reports,; Sservice logs, & tags,; Suppertive-decumentation;
associated documentation, and-Rrelated correspondence.

Authorized Retention:

Retain this-record-series for a-period-of three (3) calendar years from the end of the calendar year in
which the system was removed from service. -to-which-therecerd-pertains-
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Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2009028:

Staff recommends removing “to which the record pertains.” and replacing it with “in which the system was
removed from service.” while removing “this record series” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

JJ. Title: Property Management: Excess, Lost & Stolen Property Files RDA: 1998159

Description:

TFhisrecord-series-documents These records document the property in the custody of a state agency
which has been lost, stolen, or declared excess. Fhe-files-may-include: The records may include but
are not limited to Mmonthly Pproperty Rreport (—Purehasmg@w—) whreh—speemeseu-eqwemem—fer

menfeh—eepre&e# purchase orders and other frscal records polrce and mternal mcrdent reports, memaos,
associated documentation, and related correspondence.

Authorized Retention:

Retain this-record-series for a-peried-of three (3) fiscal years from the fiscal year in which the property
report was submitted. -to-which-they pertain-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 1998159:

Staff recommends removing “to which they pertain.” and replacing it with “in which the property report was
submitted.” while removing “this record series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

KK.Title: Property Management: Fixed Asset Inventory RDA: 1998160

Description:

These records document and-administer the process of an agency updating and reconciling an inventory
of all the fixed assets having a value of $500.00 or more in its' possession. Fhefiles-may-consist-ofbut
are-notlimitedto: The records may include but are not limited to: A computergenerated

the Ffixed Aasset linventory Purchasing-Division,-Cepies-of purchase orders, and-other fiscal records,:
Cepies-of-the Mmonthly Pproperty Rreports, and; associated documentation, and Rrelated
correspondence.
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Authorized Retention:

Retain this-record series for a-period-of three (3) fiscal years from the end of the fiscal year in which the
inventory was completed. te-which-theyperain.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 1998160:

Staff recommends removing “to which they pertain.” and replacing it with “end of the fiscal year in which
the inventory was completed.” while removing “this record series” and “a period of” in the retention
statement to make a more defined and accurate trigger event.

LL. Title: Property Management: Inventory Files RDA: 2003009

Description:

Fheserecordsconsistoffilesused-to These records document inventory assets, equipment, supplies,
evidence, and similar items. TFhe-filesmay-consist-of-but-are-notlmitedto: The records may include

but are not limited to: linvestigative reports,; Schecklists,; Cepies-ef documents involved in a review or
audit,; Copies-of inventories,; Hinventory reports,; associated documentation, and Rrelated
correspondence.

Authorized Retention:

Retain these-recerds for three (3) fiscal years from the end of the fiscal year in which the inventory is
completed. to-which-they pertain-

Recommended Disposition:

Destroy

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Justification for Modification of RDA 2003009:

Staff recommends removing “to which they pertain.” and replacing it with “in which the inventory is
completed.” while removing “these records” in the retention statement to make a more defined and
accurate trigger event.

The Committee to Approve Schedules for the Retention and Disposition of Official State Records

Agenda #7 October 9, 2019 Page 60



Attachment E
Proposed New, Modification, and Deletion of RDAs for General Records
Retention Schedule

MM. Title: Property Management: Pest Control (Extermination) Records RDA: 2004268

Description:

These records document are-used-to-administera pest control programs. {See29-CFR-1910.141 (a}(5)-
OSHA)The-files-may-contain-but-are-notlimited-te: The records may include but are not limited to:

“Eextermination Llogs,*; fincident reports,; contractor Eexterminator reports,; associated
documentation, and Rrelated correspondence. 29 CFR 1910.141 (a)(5) - OSHA

Authorized Retention:

Retain this-record-series for a-period-of three (3) calendar years from the end of the calendar year in
which the logs or reports were submitted. te-which-they-pertain-

Recommended Disposition:

Destroy
NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004268:

Staff recommends removing “to which they pertain.” and replacing it with “in which the log or report were
submitted.” while removing “this record series” and “a period of” in the retention statement to make a
more defined and accurate trigger event.

NN. Title: Property Management: Visitor Security Records RDA: 2004267

Description:

These records are-used-to document the administration of the security program as it relates to the

registration of visitors into the agency’s building and/or office area. The-files-may-contain-but-are-not
limitedte: The records may include but are not limited to: Ppersonnel lidentification{(Photograph)
records,/vehicle registration files,;-\/visitor control logs,; Key-accountability records; Inspectionreports;
Investigationreports-Crimellncidentreports; associated documentation, and related correspondence.
Associated-correspondence-

Authorized Retention:

Retain for a—peﬁed—ei five (5) calendar years from the end of the calendar year in which the visit
occurred.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2004267:

Staff recommends removing “to which they pertain.” and replacing it with “of the visit.” while removing “a
period of” in the retention statement to make a more defined and accurate trigger event. Staff proposes
splitting this series into two separate series one for visitor records and a new series (see 2019007) for the
security reports allowing for the different triggering event.
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OO. Title: Property Management: Security Reports RDA: 2019007

Description:

These records document the administration of the security program. The records may include but
are not limited to: key holder accountability records, inspection reports, investigation reports,
crime/incident reports, associated documentation, and related correspondence.

Authorized Retention:

Retain for five (5) calendar years from the end of the calendar year in which the report was
finalized.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for New RDA 2019007:

This new series is being created for the security reports portion of RDA 2004267 “Property Management:
Security Records”. Staff proposes the splitting series 2004267 into two separate series one for visitor
records and for the security reports since the security report can span over the end of a calendar year in
order to set clear retention periods.

PP. Title: Voting: Voter Registration Records RDA: 2005101

Description:

These records are-used-to document the state's voter registration program. Fhe-files-may-consist-of-but
are-notlimitedto: The records may include but are not limited to: Ftraining materials,; Scounty clerk
transmittal forms,; Cepy-of transmittal of each application form,; {information correction forms,:-Llist of
serial numbers of completed applications,; Rreceipts from county clerk or voter registrar,; associated
documentation, and Rrelated correspondence. NRS 293.504, NRS 293.505(6), NRS 293.524(5), NAC
293.410(5), NAC 293.410(9-10)

Authorized Retention:

Retain this-record-series for a-period-of two (2) calendar years from the end of the calendar year in which
the record was submitted.-to-which-itpertains-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2005101

Staff recommends removing “to which it pertains.” and replacing it with “in which the record is submitted.”
while removing “this record series” and “a period of” in the retention statement to make a more defined
and accurate trigger event.
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QQ. Title: Voting: Voter Registration Voided Applications RDA: 2005102

Description:

These records are-used-te document voided {and-speiled) voter registration applications. The-files-consist
ofcopies-of The records may include but are not limited to: voided applications, associated
documentation, and related correspondence. NRS 293.504 and NAC 293.410 (6)(c)

Authorized Retention:

Retain thisrecord-series for a-period-of two (2) calendar years from the end of the calendar year in which
the application was voided. to-which-itpertains-

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Justification for Modification of RDA 2005102:

Staff recommends removing “to which it pertains.” and replacing it with “in which the application was
voided.” while removing “this record series” and “a period of” in the retention statement to make a more
defined and accurate trigger event.
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